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$14,820, while the top 10 percent earned over $33,870. Median anthat collate, fold, and insert material to be mailed into envelopes.
nual earnings in the industries employing the largest number of loanThey also operate machines that affix postage. In addition, mail

and credit clerks in 1997 were: clerks increasingly use computers to keep records of incoming and
outgoing items.

Mortgage bankers and brokers............ccc.ociviiiiiininns $24,300 Messengersalso called couriers, pick up and deliver letters, im-

SaVINGS INSUIUONS ..o 22,100 portant business documents, or packages, which need to be sent or

COMMENCIAl BANKS oo 20,300 received in a hurry from within a local area. By sending an item by

Credit UNMIONS ....coeeeieiieeeceee e 20,200

messenger, the sender ensures that it reaches its destination the same
day or even within the hour. Messengers also deliver items, which

Among other workers in this occupational grouping, median annualthe sender is unwilling to entrust to other means of delivery, such as
earnings of credit checkers were $21,550 in 1998; credit authorizergmportant legal or financial documents. Some messengers pick up

Personal credit intitutions.............ccoooiiiiiiiiiiiieeeer e 19,300

earned $22,990: and loan interviewers made $23,190. and deliver important packages, such as medical samples to be tested.
In addition to standard benefits, workers in retail establishments _Messengers receive their instructions either by reporting to their
usually receive a discount on store purchases. office in person, by telephone, or by two-way radio. They then pick up

the item and carry it to its destination. After a delivery, they check with
their office and receive instructions about the next delivery. Conse-

Related Occupations . quently, most messengers spend much of their time outdoors or in their
Occupations with duties similar to those of loan clerks and credit autho-,gpicle. Messengers usually maintain records of deliveries and often
rizers, checkers, and clerks include claim clerks, customer complainiypiqin signatures from the persons receiving the items.

clerks, procurement clerks, probate clerks, and collection clerks. Most messengers deliver items within a limited geographic area,
such as a city or metropolitan area. Items, which need to go longer
Sources of Additional Information distances, usually are sent by mail or by an overnight delivery service.

General information about local job opportunities for loan clerks and Some messengers carry items only for their employer, which typically
credit authorizers, checkers, and clerks may be obtained from banks anf@ight be a law firm, bank, or financial institution. Other messengers

credit institutions, retail stores, and credit reporting agencies. may act as part of an organization’s internal mail system and mainly

For specific information on a career as a loan processor or loarfarry items between an organization’s buildings or entirely within one
closer, contact: building. Many messengers work for messenger or courier services;
0 Mortgage Bankers Association of America, 1125 55. NW., for a fee they pick up items from anyone and deliver them to specified
Washington, DC 20005. Interndittp://www.mbaa.org destinations within a local area.

Messengers reach their destination by several methods. Many drive
vans or cars or ride motorcycles. A few travel by foot, especially in

urban areas or when making deliveries nearby. In congested urban

Mail Clerks and Messen gers areas, messengers often use bicycles to make deliveries. Bicycle mes-
sengers usually are employed by messenger or courier services. Al-

(O*NET 57302 and 57311A) though fax machines and computerized electronic mail can deliver infor-
mation faster than messengers, an electronic copy cannot substitute for

Significant Points the original document for many types of business transactions.
® This is a first job for many because there are no
formal qualifications or training requirements. Working Conditions
® Automated mail systems and other computerized Working conditions for mail clerks are much different from the work-

innovations are expected to limit employment growth; ing conditions for most messengers. Most mail clerks work regular

nevertheless, favorable job opportunities are expected hours, spending much of their time in mailrooms, which are usually
due to the néed to replace the large number of mail located in office buildings. They spend the remaining time making

lerk d ho | th fi mail deliveries throughout the office building. Although mailrooms
Clerks and messengers who leave the occupation eacf}ﬂe usually clean and well lighted, there may be noise from mail-

year. handling machines. Mail clerks spend most of their time on their

Natureof theWork

Mail clerks and messengers move and distribute information, docu
ments, and small packages for businesses, institutions, and governme
agenciesMail clerkshandle the internal mail for most large organiza-
tions. Internal mail goes back and forth among people, offices, or
departments within a firm or institution. It ranges from memos to key
personnel to bulletins on job issues to all employees. Mail clerks sor
internal mail and deliver it to their fellow employees, often using carts to

carry the mail.
Mail clerks also handle external mail, serving as a link between the-

U.S. Postal Service and individual offices and workers. They sort

incoming mail and deliver mail within large office buildings. They _
also prepare outgoing mail—which may range from advertising fly- |
ers, to customers’ orders, to legal documents—for delivery to the
post office. To facilitate delivery of outgoing mail, mail clerks often
determine if the mail is to be sent registered, certified, special deliv- . :
ery, or first, second, third, or fourth class, and may group mailings by M

ZIP code. When necessary, they contact delivery services to senu

important letters or parcels. In larger organizations, or organizationsMail clerks sort incoming mail and prepare outgoing mail for delivery
with a large volume of outgoing mail, mail clerks operate machines to the post office.
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feet, which can be tiring and physically demanding. They are some-of internal mail, parcels, business documents, promotional materials,
times required to lift heavy objects or operate a motor vehicle toand other written information that must be handled and delivered as
make deliveries and pick-ups. the economy expands. Businesses’ growing reliance on direct mail
Messengers work in a less structured environment than mail clerksadvertising and promotional materials to prospective customers will
because they spend most of their time alone making deliveries andesult in increasing amounts of mail to be handled. However, increas-
usually are not closely supervised. Although many messengers workng automation of mail handling will enable mail clerks to handle a
full time during regular business hours, some messengers work nightgrowing volume of mail.
and weekends. Employment of messengers will continue to be adversely impacted
Messengers, who deliver by bicycle, must be physically fit and areby the more widespread use of electronic information-handling tech-
exposed to all weather conditions as well as the many hazards cormology. For example, fax machines that allow copies of documents to
nected with heavy traffic. The pressure of making as many deliveriesbe immediately sent across town or around the world have become
as possible to increase earnings can be stressful and may lead to unsafandard office equipment. The transmission of information using
driving or bicycling practices. electronic mail has also become commonplace and will continue to
reduce the demand for messengers as more computers are networke
or gain access to the Internet. However, messengers will still be needed

Employment : -
Mail clerks and messengers together held about 247,000 jobs in 199¢P transport matengls that cannot be sent electronl_cally—such as legal
' documents, blueprints and other over-sized materials, large multipage

about 120,000 were messengers and about 128,000 were mail clerk 4 i q i Al il still b ired b
About 14 percent of messengers worked for law firms, another 13 ocuments, and Securties. AISo, messengers will still bé required by

percent worked for hospitals and medical and dental laboratories, ang €dical and dental laboratories to pick up and deliver medical samples,

13 percent for local and long distance trucking establishments. Finan>PECIMENs, and other materials.

cial institutions, such as commercial banks, saving institutions, and

credit unions, employed 7 percent. The rest were employed in a varietfar nings

of other industries. Technically, many messengers are self-employed/edian hourly earnings of mail clerks, except mail machine operators

independent contractors because they provide their vehicles and, toar postal service, were $8.49 in 1998. The middle 50 percent earned

certain extent, set their own schedules, but in many respects they are likeetween $7.03 and $10.44. The lowest 10 percent earned less thar

employees because they usually work for one company. Almost 1 of$6.00 and the highest 10 percent earned more than $12.61. Median

every 3 worked part time. hourly earnings in the industries employing the largest numbers of mail
In 1998, about 12 percent of all mail clerks worked in Federal, clerks in 1997 were:

State, and local governments, and both the insurance industry and

personnel supply services industry employed 27 percent. Othergederal GOVErNMENt ..............v i

were employed in a wide range of industries. Colleges and universities ..
Newspapers .......cccccceeeeeeeeenn.
Personnel supply services
Training, Other Qualifications, and Advancement Mailing, reproduction, stenographic services

There are no formal qualifications or training required to be a mail clerk
or messenger, although some employers prefer high school graduates. Median hourly earnings of couriers and messengers were $8.02 in
This is a first job for many. 1998. The middle 50 percent of messengers earned between $6.43 an

Mail clerks must be careful and dependable workers. They must be abl$10.04. The lowest 10 percent earned less than $5.73 and the highes
to do routine work and work well with their hands. They are usually trained 10 percent earned more than $12.54. Messengers occasionally receive
onthe job. Ifthey operate computers and mail-handling machinery to helgips from clients, but this is not a significant part of their earnings.
prepare mailings, training may be provided by another employee or by dMedian hourly earnings in the industries employing the largest num-
representative of the machinery manufacturer. Mail clerks are sometimeBers of couriers and messengers in 1997 were:
required to have a driver's license if they make deliveries to other buildings.

Messengers who work as independent contractors for a messeng@toSPItalS..........ooiiiiri
or delivery service may be required to have a valid driver’s license, aMedical and dental laboratories :
registered and inspected vehicle, a good driving record, and insurancgommercial banks
coverage. Many messengers who are employees, rather than indepeﬁl:u'é—'g""'_Ser"'ceS """ D
dent contractors, are also required to provide and maintain their own' UCKING and COUrIEr SErVICes, eXCept alf ........ccoooooiivvwrresssses 6.80

vehicle. A good knowledge of the geographic area in which they travel, L .
as well as a good sense of direction, are also important. Messengers are compensated by salary, commission, or a combina-

Some mail clerks, depending on the size of the operation, advance tfjon of both. The commission usually is based on the fee charged to the

positions as clerical staff supervisors or office managers. Other maifustomer and is usually considerably higher for those who strictly
clerks transfer to related jobs with the U.S. Postal Service, if they pasﬁ‘ork by commission than for those messengers whose earnings are
t

the competitive entrance examination. (The statement on postai clerk§2Sed on a combination of salary and commission. Other factors like
and mail carriers appears elsewhere irHherdbook) Messengers, e nu_mber of Qellve_rles made and t.h‘? dlstan(_:e traveled may algo be
especially those who work for messenger or courier services, havéake” into consideration when determining earnings. The more deliver-

limited advancement opportunities. ies they make and the faster they travel, the more they earn. Some
messengers work as independent contractors and therefore seldor
Job Outlook receive paid vacations, sick leave, health insurance, or other typical

Favorable employment opportunities are expected for mail clerks anddenefits from the messenger or delivery company. They must provide
messengers due to the need to replace the large number of workers witgeir own transportation and must pay fuel and maintenance costs.
leave the occupation each year. Mail clerk and messenger jobs arblessengers working for employers other than messenger and courier
attractive to many persons seeking their first job or a short-term sourcéervices usually are paid by the hour and receive the benefits offered to
of income because the limited formal education and training require-all employees.
ments allow easy entry. This is especially true for messengers, many
of whom work in this occupation a relatively short time. Related Occupations

Employment of mail clerks and messengers is expected to growMessengers and mail clerks sort and deliver letters, parcels, and other
more slowly than average through 2008 despite an increasing voluméems. They also keep accurate records of their work. Others who do
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similar work are postal clerks and mail carriers; route drivers; traffic, Working Conditions

shipping, and receiving clerks; and parcel post clerks. Working conditions vary considerably by occupation and employ-
o ) ment setting. Meter readers, for example, spend a good portion of
Sourcesof Additional Information their workday traveling around communities and neighborhoods tak-

Information about job opportunities may be obtained from local em- jng readings, either directly or with remote reading equipment. The
ployers and local offices of the State employment service. Persongyork of dispatchers can be very hectic when many calls come in at
interested in mail clerk and messenger jobs may also contact messengg{e same time. The job of public safety dispatcher is particularly
and courier services, mail order firms, banks, printing and publishingstressful, because slow or improper response to a call can result in

firms, utility companies, retail stores, or other large firms. serious injury or further harm. Also, callers who are anxious or afraid
For information on training and certification programs in mail sys- may become excited and be unable to provide needed information;
tems management, contact: some may become abusive. Despite provocations, dispatchers must

0 Mail Systems Management Association, J.A.F. Building, P.O. BoX remain calm objective, and in contadlthe situation.
2155, New York, NY 10116-2155. Internétttp://www.msma.com Dispatchers sit for long periods, using telephones, computers, and

| — two-way radios. Much of their time is spent at video display terminals,

. . . viewing monitors and observing traffic patterns. As a result of work-
Material Recordin g, Schedulin g, ing for long stretches with computers and other electronic equipment,
Dis patc hin g, an d Distributin g dispatchers can experience significant eyestrain and back discomfort.

. Generally, dispatchers work a 40-hour week; however, rotating shifts
OC cu p ations and compressed work schedules are common. Alternative work sched-
ules are necessary to accommodate evening, weekend, and holiday
Significant Points work, as well as 24-hours-per-day, seven-days-per-week operations.
* Slower than average job growth is expected as Shipping, receiving, traffic, and stock clerks work in a wide variety

dditi | ; . K ductivi of businesses, institutions, and industries. Some work in warehouses,

additional automation increases worker productivity. stock rooms, or in shipping and receiving rooms that may not be tem-

® Many of these occupations are entry level and do not perature controlled. Others may spend time in cold storage rooms or

require more than a high school diploma. outside on loading platforms, where they are exposed to the weather.

Most jobs involve frequent standing, bending, walking, and stretching.

Some lifting and carrying of smaller items may also be involved. Al-

though automation, robotics, and pneumatic devices have lessened the

physical demands in this occupation, their use remains somewhat lim-

ited. Work still can be strenuous, even though mechanical material

: . : - . handling equipment is employed to move heavy items. The typical

vi dg'tshp;tg;?\r/ieece'gi trieéqsuve:rt; fg;;grnvc'ﬁﬁgagg Itr;:gar:(;:gg%r; Eﬁgrgmworkweek is Monday through Friday; however, evening and weekend
loyer. Police fi?e and ambuiance dispatchers, also called ublic:hourS are standard for some_Jobs_, such as stock clerks v_vho work in

ployer. | ' ! p o - PUDIIC otail trade, and may be required in others when large shipments are

safety dispatchers, handle calls from people reporting crimes, fires, : ;

; ! S nvolved or when inventory is taken.

and medical emergencies. Truck, bus, and train dispatchers schedule

and coordinate the movement of these vehicles to ensure they arrive

on schedule. Taxicab dispatchers relay requests for cabs to indiEmployment

vidual drivers, tow truck dispatchers take calls for emergency roadin 1998, material recording, scheduling, dispatching, and distributing

service, and utility company dispatchers handle calls related to util-workers held about 4 million jobs. Employment was distributed among

Natureof theWork

Workers in this group are responsible for a variety of communications,
recordkeeping, and scheduling operations. Typically, they coordinate
expedite, and track orders for personnel, materials, and equipment.

ity and telephone service. the detailed occupations as follows:

Shipping, receiving, and traffic clerksck all incoming and outgo-
ing shipments of goods transferred between businesses, suppliers, aRflock clerks ... 300200
customers. These clerks may be required to lift cartons of various sizeshipping, receiving, and traffic clerks ..........oococveveeeeccnn. 774,000

Shipping clerks assemble, address, stamp, and ship merchandise @roduction, planning, and expediting clerks .......
materials. Receiving clerks unpack, verify, and record incoming mer-DiSpatChers ...
chandise. Inasmall company, one clerk may perform all of these taskd2rocurement Clerks..........ooviiiiciiiie,
Traffic clerks record destination, weight, and charge of all incoming and Veighers, measurers, checkers, and samplers......................

; ; Meter readers, ULIIItIES .........cooviviieiiiiiiiee e
outgoing shipments. Il oth torial i hodulime e

Stock clerkseceive, unpack, and store materials and equipment, andA other material recoraing, scheduling, dispatching,

T o - - . 1277 and distributing WOrKers .........oovviiiiiiieiiiieecee e
maintain and distribute inventories. Inventories may be merchandise in
wholesale and retail establishments, or equipment, supplies, or materi-
als in other kinds of organizations. In small firms, stock clerks may dis
perform all of the above tasks, as well as those usually handled b¥h
shipping and receiving clerks. In large establishments, they may b%
responsible only for one task.

(This introductory statement is followed by statements that provide
more detail on dispatchers; shipping, receiving, and traffic clerks; and
stock clerks.) Training, Other Qualifications, and Advancement

Other administrative support occupations in this group include Many material recording, scheduling, dispatching, and distributing
production, planning, and expediting clerksvho coordinate and  occupations are entry level and do not require more than a high
expedite the flow of work and material according to production sched-school diploma. Employers, however, increasingly prefer to hire
ules;procurement clerks-who draw up purchase orders to obtain those familiar with computers and other electronic office and busi-
merchandise or materialieighers, measurers, checkers, and sam- ness equipment. Those who have taken business courses or have
plers—who weigh, measure, and check materials;aitity meter previous business, dispatching, or specific job-related experience may
readers—who read electric, gas, water, or steam meters and recorde preferred. Because the nature of the work is to communicate
the quantity used. effectively with other people, good oral and written communications

About 7 out of 10 material recording, scheduling, dispatching, and
tributing jobs were in services or wholesale and retail trade. Al-
ough these workers are found throughout the country, most work
ear population centers where retail stores, warehouses, factories, and
large communications centers are concentrated.



